Approved For Release ZOOOIgg‘ﬁ l‘fIA-RDP61-00274A000100230009-3

vy to four wekks of anethewJob training in the dasign and
svaluation of (TIA forms. Treining 4n the techniques applicsble
to forme design and in related analyticel processes us Wil oo
8 fomilierity with the forms control system are the gonls.

B. Isauvance Review

Two to Lour weeks of practical experience in developing
editing and coordinating GIA Regulatbions. An unmqmﬁg’af the
mechanion involved and sbgorption of the substantive content of
CIA Begwlobions are the desired results.
€+ Dovelopment of Staflfing Patterns

Two Yo four weeks of experience in developing and coprdinating /
proposels Pfor ¢henges in tebles of organization. The Londinne smd.

 One month of experience asslsting on various projects having t
40 with zachine nmethods and office devices. Electricsl a@mwbm;
(g Will constitute the most significent phass of thde ’

Liarity with maching applicotiens, sulficient +
. &mmmﬁamamméﬁww
E. Records Menumgement
Dne week of project experience ss an sssistont on the Agency's

Records Managemont and Vital Documents Programs. The objectives of
the Prograss and the pFP%EBoes involved should be wmgm‘ 1

I TEA AR .
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Phis stage of training will % undertoken upon completion of thatl
outlined in I., shove., The traimee, working under the close supervision
of n senior Organisetion snd Methods Exssiver, will be asasigned projecis of
produally increasing responsibility until he hes sbsorbed the practices,
principles aod techniques relutim; to Oki surveys (spproximetely & monthe).

IIX. Research Training
4o Regquired Reading

Gensral Management of the Executlive Branch
The Comaliseion on Orcandzation af e Dxecutive Branch

of the Ooverument « “ebrusyy 1980
The Tesk Force Report op Federsl Personnel « pp 20043

The Commission on Oroanizaetion of the Executive Branch
of the Joverment - January 199 :

Swrvey Prineliples snd Bechnlguns
by Williem A, Gild
Roprizted frem 1949 issues of Moderp Hanageueut

Hiewalilning of Records o
War Depertment T 17-257 « iarch 1740

an Gutline of Cenernl Puwrvey Principles and Practices
Us 5. Buresu of thr Budget - June 10O

Basi~ Pringiples of Orpanization
Army Service Forcen Manual M TO3e2 - April 1543

Work Blaplification
Arvy Service Force. !bnusl M TO%e3 - May 108k

Standardizetion of Forus )
Arwy Service Forces Manuel M 7036 - August 1okd

Simplification and Swadardization of Procedurss
Lr:y Service Forgcs Manual M TOTe7 ~ Septewber 1044

Forsm Gontrol
. 3. Buresy of $2 Budget Esnagoment Bulletin » Junc 1ol

NTiA
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. W
Telephone Service ﬁe“‘m ,
U, F.Buwresy of the Budget Henapement Bulletin » April 1947

Process Charting
. S. Bureau of the Budpet Management Bulleiin « Novewber 1345

Tupliceting dervice
¥, 5. Bureau of the Budget Managemeni Bulletin

April 1944

Frodugtion Flanning and Control
Y. 3. Bureau of ihe Budget Vanagement Bulletin « October 1947
& York Msmsurement System
Us 3. Sureau of the Budget Management Bulletin

4

March 1980

Gulde to Drafting of Punetional 3Jtatements
Department of State QOrganizetion Menual - July 1949

Selected Zemding of Projects Completed by Mapagement Asalysis
witice

Review of Legislation, Presidential Executive Order and Buresu
of the Budget Circulars Perisining to Management Improvement

B, ZSugpested Beading

04 Work Simplificstion Program

affice Services, Centralized or Not?
by G, J. Mills
British Menagement Review - Dacesber 13950

Concluding Feport
The Commission on Organization of the Executive Branch
of the Covernment - May 194%

Production Manspersrt
Albert Ramond end Associstes, Inc.

Jecords Manepement Microphotography
Veterans Administration Manual M 3=5 - October 10, 1943

Techniques for the Develossent &7 a Work Measuresment Systen
Bureau of the Budget - Marchk 1950
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RTY INFORMATION

Vork Simplification {Material Hendling)
Army service Forces Manual M J03-h - October 1943

Work Mesgoroasst
Army Service Forces Manusl v 7033 - January 19845

Hote: The above reading melter should be covered st the
$rainee's convenience dwring phase I, of bis training.
Advice and assistence throughout the Training Program
mey be cbiained through daily contacts with the
Organization and Kethods Txaminers, The Trainee
shovld gontinunily discuwes his problems with the
Deputy Advieor for Manageuent in order to tailor the
training to individusl needs,

GONFIDENTIAL
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